U-S. Department of Energy For ES&H InfoCenter Use ONLY
Homegroup: User ID:
Contr. Code: Password:
CAIRS Code:

CAIRS PASSWORD:

danarriing ke World af Enerosmeni Sofedy & Heslth

ES&H Helpline 301-903-8358 ¢ 1-800-473-4375
Internet: esh-infocenter@eh.doe.gov
ES&H TIS Web Site: http://tis.eh.doe.gov

OPERATIONAL EVENT INFORMATION SYSTEMS REGISTRATION FORM

User Registration For: O ORPS
SUBMIT TO: U.S. DOE PHONE: 800-473-4375
ES&H InfoCenter, EH-72, CXXI-3 FAX: 301-903-9823

19901 Germantown Rd.
Germantown, MD 20874

(Type or Print)
1. Name Birth date /

(Last) (First) (Middle Initial) (Month) (Day)
2.JobTitle

3. Company Name

4. Address Mail Stop
City State Zip
5. Work Phone Work Fax

6. Internet E-Mail Address (e.g. esh-infocenter@eh.doe.gov)

7. USA Citizenship (checkone) O Yes O No (Foreign Nationalities are screened by DOE for access to the DOE Computer System.)
8. Check the box that applies: O NewUser O Update User O User Replacement O Delete User

9. Computer Security: Indicate by your signature on the line below that you have read, understand and will comply with the
following:
A. | understand that using DOE computer systems, products, services or equipment for personal use constitutes
misuse/non-official use of Government property.

B. | understand that all computer files are subject to review for the purpose of ensuring Official Use Only of
government property.

C. | understand that | am responsible for protecting my assigned password for confidentiality. Sharing my
password with anyone else is a security infraction and may result in my system access being revoked.

D. I understand that there is a potential for Unclassified Sensitive and Privacy Act information being contained in
the operation event information computer system and that such information must be protected from
unauthorized access and disclosure as required by DOE Order.

E. I understand that information obtained from ORPS may contain Unclassified Controlled Nuclear Information
(UCNI). Access to UCNI requires a "need to know" per DOE Order.

F. | understand that users failing to comply with the computer security policies described herein may be subject to
disciplinary action.

User Signature: Date:

Manager's Name: Manager's Signature: Date:

Important!  If you are registering for CAIRS and/or PIDS (General User - read only) ONLY, do not proceed past this point. If you are registering
for ORPS, PIDS (write capability), and/or NTS, you must complete the appropriate Authority File Information Forms (attached).



OCCURRENCE REPORTING AND PROCESSING SYSTEM
Authority File Information Form

Name User-ID (if assigned) Phone #

IMPORTANT: Since ORPS contains sensitive and predecisional information, access is restricted to DOE and DOE
contractor personnel.

1. (check one O  New Registration O Revised Registration O Delete

2. Due to the potential for the ORPS database to contain Unclassified Controlled Nuclear Information, it is required by DOE Order that individuals
have a "need to know" in order to access the system. | certify that | have a need to know, which is:

3. Check and complete only ONE of the following areas in accordance with ORPS User Classification s (attached).

IA. O  General User (if checked proceed to section 6.) Note: General User has READ ONLY ACCESS

B. O DOE Program Manager O DOE Program Manager Designee
Check the appropriate boxes below for all that apply and list the facilities for which you have responsibility in #5 (next page):

O DP O EE O EH O El O EM O FE O MA O NE O NN ORW 0OSC O Other

C. O DOE Facility Representative O DOE Facility Representative Designee

Check the ONE appropriate Operations Office below and list the facilities for which you have responsibility in #5 (next page):

O Albuquerque (ALO) O Chicago (CH) O Golden (GO) O DOE Headquarters (HQ) O Idaho (ID)
O Nevada (NVOO) O Oakland (OAK) O Oak Ridge (ORO) O Ohio (OH) O Richland (RL)
O River Protection (RP) O Rocky Flats (RF) O Savannah River (SR) O Other

Area Office (if applicable)

D. O Facility Manager O  Facility Manager Designee O Facility Manager Administrator O Preparer

Check the ONE appropriate Operations Office below and list the facilities for which you have responsibility in #5 (next page):

O Albuguerque (ALO) O Chicago (CH) O Golden (GO) O DOE Headquarters (HQ) O Idaho (ID)
O Nevada (NVOO) O Oakland (OAK) O Oak Ridge (ORO) O Ohio (OH) O Richland (RL)
O River Protection (RP) O Rocky Flats (RF) O Savannah River (SR) O Other

Area Office (if applicable)

List all contractor organizations for whom you will be submitting Occurrence Reports (Use additional paper if necessary)

Contractor Name Contractor Code A - Add / D - Delete

(Continue on reverse side/next page.)



4. Is the person requesting ORPS access replacing someone?
O Yes O No

4a. If YES, name the person being replaced

4b. If YES, does the person being replaced still have a "need to know" reason for having access to ORPS?
O Yes O No
(Please attach a revised ORPS Authority File Information Form to delete or modify the authorities of the person being replaced.)

5. If #3B, 3C, or 3D was checked, complete the following:
Note: If this is a revised registration form, please specify if the facility(s) should be added or deleted in Column 3.

ORPS
Facility(s) for which you have Occurrence Report preparer, submittal, | Facility(s) Acronym A - Add
or sign-off authority. (Use additional paper if necessary) (up to 10 Characters) D - Delete

6. Indicate by your signature on the line below that the Registration, ORPS Authority File Information and "need to know" information is complete and
accurate.

Manager's Name (Please Print)

Manager's Title

Manager's Signature Date




Guidance on Correctly Complet ing the ORPS Regis tration Forms

EachORPS registiiaon form receivesa thaough review by the Occurrene Reportirg Program Manager for
completeness and teerify thatthe requetor isa DOE or DOE catractor employee In reviewing theforms anumber
of canmon errors tave beenobserve. Someof themore freqient errorsarelisted below:

1. Thelnternet email addressn the CEIS Computer Regisdtion Formis frequently either missing or not a
proper DOE or DOE contractoe-mail addressThereare a caipleof reasons whythe requestor’s e-mail address
is important. First, the ompany name, $reetaddress, ad the regestor's e+mail address arehecked to verif that
the reguestar isa DOE or DOE contractor employee. In addition, the e-mail address provides a mechanim to
correspond with the ORPS users.Therefae, it is importantfor the requstor to provide the properwork e-mail
addresto facilitate the approva process andfuture communication.

2. The Manager’s signateiis often not povidedon bath the OEIS ComputerRegstrationForm and the ORPS
Authority Filelnformation Form. TheVianagers sgnature is rejuired athe CEIS Compter Registration Form
becausit is a gengc computeregidration formwhich applies to QRPS thePaformance Indicatar Data System
(PIDS), theNonmmpliance Traking System(NTS), anl the Computrized Accident/IrcidentReporting System
(CAIRS). Inaddiion, ORPS registratioalsorequires the completion of theORPS Authority File Information
Form, whichrequires the Manageés signaure toapprovethe requetor’s need-to-know and ORPS use type.
Therefore, themanage's sigreture mustbe onboth forms.

3. Support contractes mustobtain the signateof the DOEor DOE prime cortractormareger forwhom they are
performing the work. This signature is to ensuregtlhey will only useORPS to spportther work for DOE and
that their acessto ORPS will be terminated onctheir reed has been satisfied.

4. On theORPS Authority File Information Form, multiple use types ae frequentlychecked or none at all. All
registationsrequire thatONE AND ONLY ON E user type must be checled.

+ If the useonly requiresORPS access in order to seatich database (i.elpes noneed write/approval
capability), then theuser shold checkGeneral Wer in Box A. Forthis userype, nolist of facilities (on
page 2of the ORPS Autharity File Information Fom) should be provided.

+ If the usehasbeen delegatl DOE-HQ Program Managgr responsbility for one ormore facilities by a
DOE HQ Progam Office, then the user should check eitRrograniManage or Program Manager
Designee in Box B and identify the Program Office from which they received the delegation. In addition,
the userneedsto list the ORPSfacility names and acronyms (on pege 2) for which they will be
regponsble, indicdaing whether to add to oelgte each facility from the users authoriy list.

+ If theuserhasbeen ddegded DOE Fadlity Representtive responsibility for oneor more facilities by a
DOE Operations Office (or if they report directly to HQ), then the user should check either Facility
Representative oFedlity Represetative Designee in BoC andidentify the Qperations Office from
which they recived the déeggtion. In addition, theuserneedsto list the ORPS facilit names and
acionyms(on page 2) for whichthey will be responsible, ndicating whether to atko or delee each
fadlity fromthe ugr’'s aithority list.

+ If the use(either contraar or DOE, depedingon the facility) will be creating/submittip occurrence
reports for one ormorefacilities, therthe user needs check Faciity Manager Facility Manager
Desinee, Fecility Manager Administrator, or Preparer (only oneof these) in Box D. In addition, the user
needsto list the ORPSfacili ty names and acronyms (on page 2) for which they will be responsible,
indicaing whether to add to oeldte each facility from the users authoriy list.

5. When ligtingfacili ty names and acronyms on pege 2 of the ORPS Authority File Information Form, the names
and aconymsfrequetly are not correct orainconmplete  Alwayscheck theORPS datiese toverify the proper
fadlity name and acronymto assure thatthe user is providedaccessto the corred facility. Also, be sure to list each
fadlity individually - do rot just state "eerything at Mourd" and assume thahe person registering you will know
which facilitiesthos are.

It isimportant to verify that all ORPS registration forms are complete and accurate prior to faxingthem sinean
missing or inaccae information maycause delays in the gestration process.



ORPS User Classifications

Facility Manager, Designee, Adinistrator, or Preparer

The Fadlity Manager (or designe&) usuallya contractor employeevho hasdirect line reponsibility for operatio of a
fadlity or group ofrelated facilities, inalding authority to direct phygd changes tahe facility. 1n addition to being
able to accesall reportson the ORPS databse, the Facility Manageris responsible for iniaiting occurrence reports for
the facilities for which theyare resporsible ard for transmitting themto the ORPS database.

A Fadlity Manager Administrator isan administrative or clericahdividual whoprepaes or transmits an occurrence
report for a Facility Manager, in addion to being ableo accesslareportson the QRPSdatabas. Reports transmitted
by aFadlity Maneger Adminigrator mustbe signed in hard copy by the appopriae Facility Manager (or designee).

A Prepareris apersan who, in addiion to being ableo access alfeportson the ORPS database, can prepare but can
not transmitany occureence reports The ieports mist then ke trangmitted by a Faclity Manager, Designee, or
Administrator.

Facility Representative @ Designee

A DOE Fadlity Representative (or designee) ssignedresponsilility by the head ofthe field organization for
monitoring the performance and operation of facilities/activities under their cognizance. The DOE Facility
Representative is thprimary point d contat with thecontractor ad isresponsike to the appropriate Secretarial
Officer and he Head d the Reld Orgatzaion for implemering the requiements of DOE Order 232.1A. In addition to
beingable to accesall reportson the CRPS datbase a DOE Facility Represengtive can provide comments
electroncally on reportdrangnitted fromfacilities for whichthey arerespongble. A DOE Facility Representative is
also reponsible for signing he FinalReporsfrom those facilities,indicating review andacceptane of the report and
the proposed corrective actions. The DOE Facility Representative responsibilities a so include monitorirg the Facility
Manager's evaluain of the occurrence tensureacceptabiliy of root cause deterimations, generic implications, and
correctiveactions implementation and clogurThisisaccomplghed byinteractionwith the Facility Manage and/or
hig’her deignee

DOE Program Manage or Designee

A DOE Progam Manager(or designe) isa DOE HQ or field individual, unddghe directionof a Secretarial Officer,
who is diretly involved inthe opeation offacilities under his ohercognizance. The DOE Program Manager has the
authority to provide technicd direction through DOE field organizations tocontrectors for these facilities. In addition to
being able to access al reports on the ORPS database, a DOE Program Manager can provide commentelectronically

on reports tranmitted from fadli tiesfor which they areresponsible.

A DOE Program Manage is dso resporsible for signing the Firel Repats from those fadities indicating review and
acceptance ofthe report andhe proposectorrective actions. Fomreportscaegorized as “OffNormal,” the Secretarial
Officer candelegiefinal approval athority for a particular Pragram Office and facility tothe DOE Facility
Representative If thisOff -Normal approval ha beendelegagd, theDOE Facility Representative’s apprové makes the
occurrenceepat final. If the Off-Normal approvalhas not been deletgd, tle DOE Progran Manager has final
approval autlarity for that partcular program office and facility.

The DOE Progam Manager ao monitostheFacility Manage's and Facility Representive's evaluatian of the
occurrence to emge acceptability of root cause determiti@ns,generic implications, and corrective actions
implementation and closureThisis acconplishedby interadionwith the Facility Manage and/a his/he designee.

General User

Anyonewho daes not fal into oneof the catgories listed above isgeneral user. @Geral users can view, print, and
copyto disk all ocurrencereports contained ithe ORPSlatdase.Genedl users ennot add nev information or
change existigdata.



